
Form Replies to Inquiries

1. Why do companies/organizations use form letters?

2. What is a cover letter?

3. What is a transmittal letter?

4. What are four guidelines to follow when writing a cover letter?

a.

b.

c.

d.

C H A P T E R  9 D C O N C E P T  R E V I E W
W O R K S H E E T

Your Name 

To save time

A cover letter accompanies the item being sent

The same as a cover letter

Start by identifying the item

Stress the reader’s use of the item

Be specific, but choose details carefully.

Close with a forward look
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